Position Copy
User Guide

lllustrates the capability to copy a position with the same PCN or create a position with a
User Guide new PCN using various PCN Indicators.
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Position Copy Definitions

Dual Occupancy (D)
The customer obtained approval to dual encumber a position because the primary holder (PCN = “C”) has been
Detailed to another position for an extended period of time, or the primary holder (PCN = “C”) is permanently
vacating the position (i.e., Retirement) sometime in the future and they want to ensure a seamless transition. The
following personnel actions are appropriate:
e Temporary Promotion (non-Competitive)
e Recruit/Fill (Competitive)
o  Appointment
o Reassignment
o Temporary Promotion
o Promotion
Career Ladder — Same PCN (G)

An employee is eligible for a Career Ladder Promotion

New PCN (C)

Create a new PCN using a like position

Reclassification or Position Change (R)

To update/change the position attributes of an encumbered position, in order to process the following personnel
actions:

Note: An “R” is used for reclassification actions.

e Reassignment (same PCN, different PD due to Reclassification)

e Change to Lower Grade (same PCN, different PD due to Reclassification)

e Promotion (same PCN, different PD due to Reclassification)
Exception to the above note:

e Position Change due to Conwersion to Appointment (same PCN, different PD)
Detail Position — Same PCN (T)

When an employee is being detailed to an encumbered/obligated PCN

Note: When the Termination of Detail is processed, the “T’ position will automatically eliminate and be removed
from the hierarchy.

Note: The Employee detailed toa (T)emp Detail - Same PCN (PCN Indicator ‘T") will be displayed in the Position
Hierarchy under PCN Indicators ‘C’ and ‘T
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Detail Position — New PCN (T)
Create a new PCN using a like position to be used for a Detail NTE personnel action

Note: When the Termination of Detail is processed, the “T” position will automatically eliminate and be removed
from the hierarchy.

Business Rule: As of August 25, 2013, only the “T’ Indicator will be allowed for Detail actions.
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Copying a Position

Navigate to Position Screen and find a Valid Active Position

MName |Human Resources Specialist (Information Systems). G514.00C25589.011.005622.C
Open Under Review Approved Future Actions

Position Details | Hiring Infarmation Wark Terms Additional Detail Budgets

Start Date

Date Effective Name ‘Human Resources Specialist (Infarmation Systems). G514.00C2559.0

Type ‘Smgle Incumbent v Permanent Seasonal
Organization & Joh

Organization |ACIH-1 Proposed End Date
Jaob |DQD1 Human Resources Management Praposed End Date

Hiring Status

Status |Active Start Date |03-JUL-2011 Proposed End Date
Lacation 171670031 Status [valid
Effective Dates
From 03-JUL-2011 ol ] Futherinfo | [ ]

( Yalidate(Z) | [ Occupancy | [ Extra Infarmation | I Bosition Actions | IO[g and Oce Update)

Depending on your responsibility select:

Position Actions button

{ J

( Walidate(f) ‘ I Occupancy | { Extra Information | [ EnsitinnA:tiDns{g lO[g and Occ Update)

OR

Others button and choose the “Position Actions” option.

L J
( Walidate(Z) | [ Cccupancy | [ Ezxtra Information | [ Reporting To | [ Others Py )

Otherg

Page 4



The Position Extra Information will populate for the selected Position

Source Pasition

Mame |Human Resources Specialist (Information Systerns) G514 00C2589.011.005622.C Effective Date 10-JUL-2013

Position Action
Action - MNew Effective Date

MNew Position Name
Mew PCN Murnber MNew Sequence Nurmber Mew PCH Indicator

Mew Position Informations

Organization | ACIH-1 Ofice Symhol |CIH Agency Code/Subelement (G514
Job 0201 Human Resources Managernent PD# DOC2589
Position Title Human Resources Specialist (Information Systems) Classified Date |[23-APR-1397
Location 171670031 Chicago, IL
Personnel Office ID 4177 - GSA Central Office Staff Offices (4177) ~| Supemisory Status 5 - Management Official (C... ~
Competitive Area |98 CO GM&A emps. in Washington DC Metropalitar  Competitive Lewel [NOO2
Security Access |1 - Secret Access Required; ENTMNAC/NACNACIEI ~| Position Sensitivity |2 - Moncritical-Sensitive (M... ~
Occupation Category | A - Administrative = FLSA Category  E - Exempt -
Bargaining Unit Status G880 Ineligible for Inclusion In A Bargaining Unit Paosition Occupied |1 - Competitive Service =
Functional Class |00 - Mot Applicable -
Work Schedule | F - Full-Time - Part-Time Hours Biweekly
Entry Level Grade 53-14 Walid Grade |GS-14 Target Grade GS-14
Pay Table [D 0000 0000 Oracle Federal Standard Pay Table (AL, ES Pay Basis | PA - Per Annum e

Parent Position

Subrmit Close J

Select one of the Position Actions

Position Action
Arction

i ' Create Position for (Djual Occupancy - Same PCH (PCM Indicator: 'DY
BB Create Pasition for Career Ladder - Same PGN (PCH Indicator: '3
¢ (Chopy Position - New PCM (PCM Indicator: 27
Create Position for (Rleclass or Position Change - Same PCN (PCN Indicator 'R
Create Paosition far (Tiemp Detail - Same PCM (FCN Indicator: T

p Coii i iemi Detail Position - Mew PCH iF'CN Indicator: Ti

Enter a value for the Effective Date, when the changes are effective.

Fosition Action
Action | Create Position for (Tiemp Detall - Same PCM (PCH Indicato... ~ Mew Effective Date  |30-JUN-2013 ‘\

After entering the required changes select the “Submit” button.

Subrmit Close JI
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A “Note” window appears which outlines the new position attributes (i.e., Position Title, Agency
Code/Subelement, Position Description Number, Sequence Number, Position Control Number, Position Control
Number Indicator).

O Note %]

\"3 APP-CHR-90257: A new position narmed Hurman Resources

Specialist (Information Systerns). G514.00C2689.016.005622. T
has heen created. The system has generated a new Sequence
Murnber

If there are no discrepancies, the position status will become Valid.

NOTE: It is still the responsibility of the HR to verify the position information is accurate.

3 |Moke 2 ]

%':l APP-CHR-91065: The status of the copied pasition 15 now
! Walid.

If the validation process fails, you will receive the Note below. Click the OK button.

v APPLCHR-S1070: Validation of tha copied position has failad.

A hake the necessary changes and revalidate the posilion,

Click the Close button to return to the Position screen.

——
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Click on the Validate button to receive the specific error message.

Wame  Asset Manager. GS03.MAN30053.007 0056200

OQpen O uUnder Review O Approved Future Actions
Position Details | Hiring Information Wiark Terms Additional Detail Budgets
Start Date
Date Effective Name  Asset Manager. GS03.WAY30053.007 . 005620.0
Type Single Incumbent Ml Permanent OSeasopal

Organization & Joh

Organization AWFTE Proposed End Date

Jobh 1101 .General Busingss And Industry Proposed End Date
Hiring Status
Status  Active Start Date  14-JUL-2013 Proposed End Date

Lacation 110010001

Effective Dates
From 14-JUL-2013

Status  Invalict

To Further Info [ A= ]
VeIl i APP-CHR-90187: The Occupation Category Code must be A for OB
2 the Occupational Series (1101.General Business And Industry)

and Grade (GS-12) vou have selected. Please navigate to the
Fosition Extra Information, US Federal Position Group 1 and
input A for the Occupation Category Code
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